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W/ SECRET
CEFICE OF TRAINING

1 NGTICE
‘ Ny, 11.71 28 Docember 1970

SVBJECT: 1h:sseminatwn of Trainirg Reports

Effective Monday 4 Jaswary 1971 Chicis of Schocls will be respon-
sible for dissemirating Tra ning Repirs prepared by their instructcras on
Agency employees wha attend courses o pragrams conducted by their
Schoots. The following procedures wijl appiy.

A. Crigirale ~{ Train.ng Pepurts on srafi emplovees wili
be sent from the Chief of Schoet to the Cifice of Persunnel/¥ilas,
Ruom 5-E. 13, Headguarters Building. Carbon copias will be
sent 10 the Comp-rert Training Officer CTOCY whose SIgnaYLr e
appears an the Form 73, except that the copy on a CS carserist
wili be zent 1o the CTO thruugh the ROP/TRO.

B, Orwinaly and carbon copies /f Tratning Deports oo
contract empicyers wil!l be sertr. the (TO threugh the Semor
Training Cfficar

& Faorm 2116 " Reporer ¢f New- Completion of Training,
will be used for gtaf! ¢ contract emp.ov-ns whe do not cormpiets
& course or pragram and wiil be disseminated acecrding tr pro-
cedures in A or B

D.  Training Reporte woli ba sopi to the CP/Files and to
Training Officers nu later thap 20 working daye after the train-
ing is completed. The criginal €4 the Courge Roster ‘Form 1961,
"Agency Training: Imierrals], with tha Chief lestructer’s come
ments, if any, noted urder “Remarks, " will be returned to C/I195/
AIR also no Jater than 20 wosking duys acter completion of the
training. The Ch-ef Instructsr in responsible for the complete-
ness and accuracy of the snfrrmaticr cn the roster. C/ISS/AIR
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is responsikble for transmitting the rosters to the Office of Con.
piter Services, DDS&T, where the data are used for the Agency
Training Record |

E, C/185/TR wiil provide Chiefs of Schools with names
and addresses ¢f Training Cflicers.

25X1A

HULUH T, CUNNINGHAM
Director of Training

Matribation:
I-C
Chiefs of Schaols and Staffs

XA —

OTR Instructatre
GPIFiles
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